
NOAA
Personal Property
Process Guide



NOAA
Personal Property
Process Guide

The processes described in this document are derived from the
policies and procedures prescribed in NOAA's Personal Property
Handbook which is available on the web at
http://www.pps.noaa.gov/New_menu/ppmanualmain.htm
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Personal Property Account Managers



PROPERTY ACCOUNT MANAGERS
Staff members authorized to review, enter, modify and delete property records. These employees provide
advice and assistance to Property Custodians and Property Contacts in their service areas.

Headquarters

Steven J. Bernstein
NOAA Research
NOAA Satellites and Information

(ED – 40-04)
Yearly 200K Inventories
Yearly GFE / CAP Tracking
301 713-3530, ext. 170

Holly E. Turri
NOAA National Weather Service

(WX – 20-70, WC – 20-03, and WE – 20-05)
NOAA Satellites and Information

(EA – 40-01, EB – 40-02, EC – 40-03, EG –
40-07, EK – 40-09, and EL – 40-10)
Reports
301 713-3530, ext. 178

Melissa A. Nelson
NOAA Ocean Service
301 713-9488, ext. 178

Barbara Carson
NOAA Ocean Service
301 713-9489, ext. 208

Ryland E. Pine
(Brancore Technologies Contractor)
Annual Inventories
301 713-2284, ext. 187

Doreen A. Kaduri-Porter
(Brancore Technologies Contractor)
NOAA National Weather Service

(WA – 20-01, WB – 20-02, and WG – 20-06)
Excess Property
301 713-0262, ext. 171

Jennifer Foster
(Brancore Technologies Contractor)
CAO, CFO, CIO, AGO, WFM, NMAO,
USAO
301 713-2284, ext. 164

Dominic Blakey
(Brancore Technologies Contractor)
NOAA Fisheries
301 713-2285, ext. 188

Norfolk Regional Office

Robin M. MacMillan
757 441-6466

Kansas City Regional Office

Gilly A. Elsea
NOAA Regional Property Manager
816 426-7806

National Logistics and Support Center

Renita Y. Strong
816 926-7993

Tracye L. Roper
816 823-1003

Boulder Regional Office

Rudy Nunez
NOAA Regional Property Manager
303 497-3629

Sheila K. Hensley
303 497-5647

Seattle Regional Office

Elizabeth Valenzona
206 526-6393

Kim Hutchinson
206 526-6383
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Financial Managers / Agreement Managers

Sunflower Cataloging



FINANCIAL MANAGERS / AGREEMENT MANAGERS
Staff members authorized to review, enter, modify and delete capitalized property records These
same members are also authorized to enter leased property.

Headquarters

Brian G. Mason
CFO Audit Lead
Headquarters Regional Property
Managers
Property Systems
301 713-3530 x165 and
301 427-1009 x135

Norfolk Regional Office

Anita Holley
NOAA Regional Property Manager
757 441-6468

Kansas City Regional Office

Gilly A. Elsea
NOAA Regional Property Manager
816 426-7806

Boulder Regional Office

Rudy Nunez
NOAA Regional Property Manager
303 497-3629

Seattle Regional Office

Elizabeth Valenzona
206 526-6393

SUNFLOWER CATALOGING
The Sunflower catalog provides for and dicates standard descriptions of property in the Sunflower
database. This catalog is maintained centrally to ensure consistency and accuracy of the
descriptions.

Headquarters

Raymond Akondo
(Brancore Technologies Contractor)
301 713-2884, ext. 153



33

33

33

33

33

System Administrators



SYSTEM ADMINISTRATORS
Staff members authorized to maintain and update data reference tables in the Sunflower
database.

Headquarters

Brian G. Mason
CFO Audit Lead
Headquarters Regional Property
Managers
Property Systems
301 713-3530, ext. 165 and
301 427-1009, ext. 135

Larry M. Oates
Annual Inventories
Property Board of Review
Computers for Learning Program
301 713-3530, ext. 173

Norfolk Regional Office

Anita Holley
NOAA Regional Property Manager
757 441-6468

Kansas City Regional Office

Gilly A. Elsea
NOAA Regional Property Manager
816 426-7806

Boulder Regional Office

Rudy Nunez
NOAA Regional Property Manager
303 497-3629

Seattle Regional Office

Elizabeth Valenzona
206 526-6393
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Acquiring Personal Property
Initial Steps

The following chart shows the steps normally taken when a decision is
made to acquire a new item of personal property.

Yellow elements on the chart indicate that a sample document follows.

Pink elements indicate that the process flow is continued on a subsequent
chart.

❯ The program office establishes the need to acquire a new item of
property

❯ Depending on the cost of the property, the program office then decides
whether to acquire it using a purchase card or a contract or purchase
order.

❯ If using a purchase order or contract, a CD-435 form (requisition) must
be prepared. In accordance with NAO 208-108, the Custodial Area
must be entered in the Ship-to block on the requisition and the Property
Contact's name and phone number must be entered in the Clearances
and Remarks block.

❯ After getting all of the clearances within the requisitioning office, the
CD-435 is routed to the Property office. It may be hand-carried, faxed
or sent by mail.

❯ The Property office reviews the requisition.
✦ If excess property is available that will meet the need of the
requesting office, they are notified of this fact.

✦ If an incorrect object class code is used, it is corrected if possible.
✦ If necessary, the requisition is sent back to the requesting office.
Otherwise, the requisition is forwarded to the Acquisition and Grants
Office (AGO). It may be hand-carried, faxed or sent by mail.

✦ A copy is made and filed in the Property office after being logged into
the requisition database.

❯ When the AGO receives a CD-435, they check to make sure that it has
been reviewed by the Property office.
✦ If it has not, it is forwarded to the Property office for review.
✦ If it has, it is processed and a purchase order or contract is created
to acquire the property.
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Acquiring Personal 
Property - Initial Steps

Program Office 
establishes need 
for property

Purchase 
Card or 
Contract?

Go to Purchase 
Card (Tab 5)Purchase Card

Contract

Must include Custodial 
Area No. in Ship-to 
block, and Property 
Contact name and 

phone number in the 
Clearances and 
Remarks Block.

CD-435 
Requisition

Office 
Approvals

Property 
Office 
Review

May be hand-carried 
or forwarded by mail 

or fax

Is the CD-435 
OK or can it be 
corrected by 

Property?

NO

YES

Procurement Office

May be hand-carried 
or forwarded by mail 

or fax

Does the 
CD-435 have 

Property 
Approval Stamp?

NO CD-404 or 
Contract 
(Tab 6)YES

Copy of CD-435 made 
and filed. Requisition 

logged into 
Requisition database
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Example CD-435 – Procurement Request
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Acquiring Personal Property
Using a Purchase Card

The following chart shows the steps normally taken when acquiring a new item of
personal property using a purchase card.
Yellow elements on the chart indicate that a sample document follows.
❯ As a first step, the bank card holder may or may not get clearance from the
AGO or property before proceeding with the acquisition.

❯ After the bank card holder places the order with the vendor, they then record the
purchase in the Commerce Business System (CBS) Purchase Card System
(CPCS).

❯ The vendor delivers the property to the Ship-to address and processes their
invoice through the bank.

❯ The NOAA Finance office pays the invoice from the bank and the record is
recorded in the CPCS

❯ The Property office captures all payments against object class code 31 and
posts these payments to the Unreconciled Payments Report (UPR).

❯ When the Ship-to addressee receives the property from the vendor, the
Property Contact is notified so they can place a Department of Commerce bar
code tag on the property.

❯ When the bank card holder receives their bank card statement, they provide a
copy to the Property Contact so they have the information needed to complete
the property record.

❯ Once the Property Contact has tagged the property and has all the information
needed, they either complete the CD-50 Web form or the CD-509 paper form to
request the creation of a new record in the property system. The CD-50 Web
form was mandated over the paper form as of April 2005.

❯ If the web form is completed, a screen shot of the web page is sent to the
Personal Property Account Manager (PPAM) along with a copy of the bank card
statement.
✦ If there are no problems to resolve, the PPAM clears the data entry and
processes it into Sunflower.

❯ If the paper form is completed, it is sent along with the bank card statement to
the PPAM so the PPAM can enter the property into Sunflower.

❯ The PPAM enters the transaction into the Workflow Information Tracking
System (WITS).

❯ The PPAM ensures that the record is reconciled to the UPR.
❯ The PPAM files all documentation.
❯ A Transaction Report can be run at any time by any interested party out of
Sunflower to track the activity in the personal property system.
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Flow Chart
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Example DoC Purchase Card Statement
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Example CD-50 – Create New Asset web form
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Example CD-509 – Property Transaction 
Request
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Example Transaction Details for Custodian 
Report
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Purchase Order
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Steps in the process



Acquiring Personal Property
Using a Purchase Order or Contract

The following chart shows the steps normally taken when acquiring a new item of
personal property using a purchase order or contract.
Yellow elements on the chart indicate that a sample document follows.
❯ The Acquisition and Grants Office (AGO) prepares the CD-404 or OF-347
Purchase Order or Contract.
✦Provides copies to the Vendor, the Requisitioner, and the Property office.
✦Records the order in CBS.

❯ The Property office creates an entry in the document tracking system to begin
tracking the procurement.

❯ The Property office also generates a report out of the CBS data warehouse of
all obligations using object class codes 23, 252, 26 and 31 to ensure that all
accountable property is accounted for.

❯ The Vendor delivers the property to the Ship-to address and invoices NOAA for
the delivery.

❯ The Ship-to addressee tests and accepts the property for the Government.
❯ The Ship-to addressee then notifies the person who has authority to sign the
receiving and acceptance report.

❯ Once the receiving and acceptance report is signed, it is sent to the Finance
where it is matched to the invoice from the vendor and the invoice is paid.

❯ A copy of the receiving and acceptance report is sent to the Property Contact.
❯ The Property Contact places a Department of Commerce bar code tag on the
property.

❯ Once the Property Contact has tagged the property and has all the information
needed, they either complete the CD-50 Web form or the CD-509 paper form to
request the creation of a new record in the property system. The CD-50 Web
form was mandated over the paper form as of April 2005.

❯ If the web form is completed, a screen shot of the web page is sent to the
Personal Property Account Manager (PPAM) along with a copy of the receiving
report and/or invoice.
✦ If there are no problems to resolve, the PPAM clears the data entry and
processes it into Sunflower.

❯ If the paper form is completed, it is sent along with the receiving report and/or
invoice to the PPAM so the PPAM can enter the property into Sunflower.

❯ The PPAM enters the transaction into the Workflow Information Tracking
System (WITS) and closes the entry in the document tracking system.



❯ The PPAM ensures that the record is reconciled to the UPR.
❯ The PPAM files all documentation.
❯ A Transaction Report can be run at any time by any interested party out of
Sunflower to track the activity in the personal property system.
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Flow Chart
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Example OF-347 – Order for Supplies or 
Services (CD-404)
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Example PRS501p – Purchase Order Report
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Example CD-50 – Create New Asset web form
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Example CD-509 – Property Transaction 
Request
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Example Transaction Details for Custodian 
Report
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Inventories (Headquarters)



i

i

i

i

i

Steps in the process



Conducting Personal Property Inventories
Process at Headquarters

The following chart shows the steps taken when conducting the annual
wall-to-wall physical inventory of personal property at headquarters. (The
process in the Regions may differ slightly.)
Yellow elements on the chart indicate that a sample document follows.
Pink elements indicate that the process flow is continued on a subsequent
chart.
❯ The inventory schedule is established at the beginning of every fiscal
year in consultation with the Line and Staff Office Property Managers
and the Regional Property Managers.

❯ The Inventory Lead establishes the Review Campaigns in Sunflower.
This establishes the base of the property on hand at the beginning of
the inventory and enables the capture of the sighting of property in the
system.

❯ The Personal Property Account Managers (PPAMs) prepare the cover
inventory letter and guidance which will be sent to the Property
Custodians.

❯ The Property Custodians print out a listing of the base assets included
in their Review Campaign.

❯ Usually it is the Property Contact that conducts the actual physical wall-
to-wall inventory. This is done either by listing those bar code numbers
sighted during the inventory on a piece of paper or by scanning the bar
codes with a bar code scanner.

❯ The Property Contact then records their findings in Sunflower by using
the web forms on the Internet.

❯ A report can then be generated listing the property found and the
property that was not found.
✦ Found items must be identified and documentation assembled so
the item can be recorded in Sunflower using the web to create the
asset record.

✦ Missing items must be researched and located. If they can not be
located, the circumstances of their disappearance must be
documented using the request for a final event on the web (CD-52
web form).

❯ The Property Custodian processes the inventory resolution by using the
HTML Transaction Pages accessed from the NOAA Personal Property
web site.

❯ Once there is no missing property, all supporting documentation and
certifications of completion are submitted to the servicing Property
office.



❯ If, after thorough research, the missing property can not be located, the
Property Custodian must submit a request to remove the record from
their inventory. This is a request for a final event submitted via the web.
(CD-52 web form).

❯ After receiving the results of the inventory, the Property office reviews
the documentation, enters any manual corrections needed into
Sunflower, and completes the inventory file.

❯ At any time an inventory Review Resolution Summary Report can be
run from Sunflower to determine the status of an inventory.
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Flow Chart
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Sample Inventory Letter
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Example Inventory Resolution
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Example Review Resolution Summary Report
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Capitalized Property
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Steps in the process
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Flow Chart
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Final Event Using Paper

The following chart shows the steps taken when requesting that personal property
be removed from the inventory using the paper CD-52 form.
Yellow elements on the chart indicate that a sample document follows.
❯ Once the client has determined that there is a need to remove a piece of
property from their property records because it has become lost, stolen, or
damaged, or they wish to cannibalize it, they prepare a paper CD-52 form and
have it signed by the Property Custodian and the Property Accountability
Officer.

❯ The CD-52, along with supporting documentation, is provided to the Property
office.

❯ The Property office assigns a tracking number to the CD-52 and enters it into
the CD-52 data base.

❯ The Regional Property Manager changes the status of the property in the
property records from “In Service” to indicate the current status and enters the
CD-52 tracking number in the comments field.

❯ If the property's original acquisition cost was less than $5,000, it is possible for
the NOAA Property Management Officer (PMO) or a Regional Property
Manager (RPM) to approve the CD-52 request and to simply process the final
event in Sunflower.

❯ If the value of a single item is more than $5,000, or if there are multiple items
valued at over $10,000, or if the PMO or RPM is uncomfortable approving the
request, the request is presented to a Board of Review.
✦ If the Board of Review approves the request, the request goes to the PMO or
the RPM for final approval. If approved, the RPM processes the final event
in Sunflower. If not, the RPM gives the request back to the Board for further
review.

✦ If the Board of Review is not satisfied with the justification for the final event,
they will prepare a memorandum asking the program office to provide more
justification.
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Final Event - Paper

Program Office NOAA PMO / RPM Property Staff                            Board of Review

Client determines 
property is lost, 

damaged, or stolen 
or there is a need for 

cannibalization

CD-52 prepared; 
signed by Property 

Custodian, PAO

CD-52 and 
supporting 

documentation 
submitted to 

Property Office

CD-52 assigned 
tracking No. and 

entered into CD-52 
data base

Activity Status of 
Property changed to 

Lost or Stolen; 
Tracking No. entered 

in Comments 

Value of 
single item >

$5,000 or 
multiple items 

>$10,000?

Approve 
CD-52?

NO

Package for 
presentation to 
Board of Review

YES

NO

Approve 
CD-52?

Memo to 
Program 

Office asking 
for more 

justification

NO

YES

Process final 
event in 

Sunflower

YES
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Example CD-52 – Report of Review of Property
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Final Event Using the Web

The following chart shows the steps taken when requesting that personal
property be removed from the inventory using the Request for Final Event
web form.
Yellow elements on the chart indicate that a sample document follows.
❯ Once the client has determined that there is a need to remove a piece
of property from their property records because it has become lost,
stolen, or damaged, or they wish to cannibalize it, they prepare the
request for final event on the Personal Property web site and submit
supporting documentation to the Property office.

❯ If the property's original acquisition cost was less than $5,000, it is
possible for the NOAA Property Management Officer (PMO) or a
Regional Property Manager (RPM) to approve the request and to
simply process the final event in Sunflower.

❯ If the value of a single item is more than $5,000, or if there are multiple
items valued at over $10,000, or if the PMO or RPM is uncomfortable
approving the request, the request is presented to a Board of Review.
The Board is established using the web, with email notification going
out to all of the members that there is a request they are being asked to
review.
✦ If the Board of Review approves the request, the request goes to the
PMO or the RPM for final approval. If approved, the RPM processes
the final event in Sunflower. If not, the RPM gives the request back
to the program office for more justification.

✦ If the Board of Review is not satisfied with the justification for the
final event, they will prepare a memorandum asking the program
office to provide more justification.
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Final Event - Web

Program Office NOAA PMO / RPM      Property Staff                         Board of Review

Client determines 
property is lost, 

damaged, or stolen 
or there is a need for 

cannibalization

Request for Final 
Event entered on 

Web form

Supporting 
documentation 
submitted to 

Property Office

Value of 
single item >

$5,000 or 
multiple items 

>$10,000?

PMO or RPM 
Approve 
CD-52?

NO

Assemble Board of 
Review on Web and 
notify of pending 
request by email

YES

Approve 
CD-52?

Memo to 
Program 

Office asking 
for more 

justification

NO

YES

Review final 
event in 

Sunflower

NO

YES
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Example CD-52 – Final Event Request web 
form
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Donating Computer Equipment Using the Computers for Learning
Program

The following chart shows the steps taken when requesting that computers be
donated to an educational institution using the Computers for Learning (CFL)
Program.
Yellow elements on the chart indicate that a sample document follows.
❯ The program office first identifies computer equipment that they no longer need
and that they believe would benefit the schools participating in the CFL
program.

❯ If the program office is located at headquarters, they prepare a paper CD-50
form and submit it to the NOAAWarehouse.

❯ The NOAAWarehouse picks up the computers and verifies them against the
CD-50 form.

❯ The NOAAWarehouse provides a copy of the CD-50 form to the CFL Program
Coordinator.

❯ The NOAAWarehouse enters the equipment into AAMS, the GSA application
that permits screening of property by offices in the Department of Commerce
who may have a need for the equipment.

❯ The NOAAWarehouse updates the records in Sunflower.
❯ The CFL program coordinator screens the CFL Website for potential candidates
who might have a need for the equipment.

❯ If, within the 15-day screening period, someone in the Department of
Commerce indicates that they have a need for the equipment, the equipment is
transferred to that office and removed from consideration from within the CFL
program.

❯ If no one in the Department indicates that they have a need for the equipment,
the CFL Program Coordinator notifies the potential candidate that the
equipment is available and faxes the CFL Certification to them.

❯ The donation candidate returns the signed Certificate to the CFL Program
Coordinator.

❯ The CFL Program Coordinator forwards the certificate along with authorization
for the Warehouse to release the equipment.

❯ The Warehouse prepares a SF-122 Transfer Order form and sends pick-up
instructions to the donation candidate.

❯ The donation candidate picks up the equipment and signs the SF-122.
❯ The Warehouse then processes the final event in Sunflower.
❯ The Warehouse forwards the signed SF-122 to the CFL Program Coordinator.
❯ The CFL Program Coordinator posts the transaction on the GSA CFL web site
so the Department can get credit for the donation in the annual report.

❯ The CFL Program Coordinator files the SF-122 in the CFL file.
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Flow Chart



Computers for Learning
Program Office Warehouse Staff Program Coordinator            Donation Candidate             GSA

Identifies 
computers for CFL; 
Submits CD-50 to 

Warehouse

Picks up 
computers; 

verifies CD-50; 
copy to Co-

ordinator

Enters 
computer in 

AAMS; updates 
Sunflower

15 day 
internal 

screening 
period

Screen CFL 
Website for 
potential 

candidates

Notify potential 
candidate; fax 

CFL 
Certification

NO

Returns signed 
Certificate

Forwards 
Certificate and 

authorization to 
release 

computer to 
warehouse

Sends pick up 
Instructions to 

candidate

Prepares 
SF-122 
Transfer 

Order

Transferred to 
DoC Program 

Office

Requested 
by DoC 
Office

YES

Picks up 
computer; 

signs SF-122

Process final 
event in 

Sunflower

Forward 
SF-122 to 

Coordinator

Post transaction 
on GSA CFL web 

site

File SF-122 in 
CFL file
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Example CD-50 – Personal Property Control
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Example SF-122 – Transfer Order, Excess 
Personal Property
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Financial Reporting Schedule

Begin date Due date

Oct-01 first workday after Oct. 1

4 workdays after above date

5th quarter reports from previous fiscal year.

Roll-forward for 4th and 5th quarters

Oct-13

Oct-13

Oct-13
Oct-14 first workday after Oct. 13 Run Depreciation in Sunflower for October

4 workdays after above date

GL reports for October and send to Finance
Resolve any problems with project codes
October reports

Roll-forward for October

Nov-13
Nov-14 first workday after Nov. 13 Depreciation in Sunflower for November

4 workdays after above date

GL reports for November and send to Finance
Resolve any problems with project codes
November reports

Roll-forward for November

Dec-13
Dec-14 first workday after Dec. 13 Depreciation in Sunflower for December

4 workdays after above date

GL reports for December and send to Finance
Resolve any problems with project codes

Run Depreciation in Sunflower for the end of
September

Generate GL reports for the end of September and
send to Finance

Reconcile 5th quarter reports to 4th quarter ending
balance.

Reconcile 4th & 5th quarter roll-forward with
audited ending balance at interim (3rd quarter)

Create accounting periods for fiscal year in
Sunflower

Change depreciation accounting project codes to
new fiscal year in all capitalized assets that are not
fully depreciated

Reconcile October reports to previous year's ending
balance.

Perform flux analysis of depreciation comparing
current month with month in previous year

Reconcile November reports to previous month's
ending balance.

Perform flux analysis of depreciation comparing
current month with month in previous year



Financial Reporting Schedule

4 workdays after above date

December reports

Roll-forward for December

Run 1st quarter reports

Jan-13
Jan-14 first workday after Jan. 13 Depreciation in Sunflower for January

4 workdays after above date

GL reports for January and send to Finance
Resolve any problems with project codes
January reports

Roll-forward for January

Feb-13
Feb-14 first workday after Feb. 13 Depreciation in Sunflower for February

4 workdays after above date

GL reports for February and send to Finance
Resolve any problems with project codes
February reports

Roll-forward for February

Mar-13
Mar-14 first workday after Mar. 13 Depreciation in Sunflower for March

4 workdays after above date

GL reports for March and send to Finance
Resolve any problems with project codes
March reports

Roll-forward for March

Reconcile December reports to previous month's
ending balance.

Perform flux analysis of depreciation comparing
current month with month in previous year

Reconcile 1st quarter reports to previous FY ending
balance.
Roll-forward for 1st quarter

Perform flux analysis of depreciation comparing
current quarter with quarter in previous year

Reconcile January reports to previous month's
ending balance.

Perform flux analysis of depreciation comparing
current month with month in previous year

Reconcile February reports to previous month's
ending balance.

Perform flux analysis of depreciation comparing
current month with month in previous year

Reconcile March reports to previous month's ending
balance.



Financial Reporting Schedule

4 workdays after above date

Run 2d quarter reports

Roll-forward for 2nd quarter

Apr-13
Apr-14 first workday after Apr. 13 Depreciation in Sunflower for April

4 workdays after above date

GL reports for April and send to Finance
Resolve any problems with project codes
April reports

Roll-forward for April

May-08 First workday in June

May-13
May-14 first workday after May 13 Depreciation in Sunflower for May

4 workdays after above date

GL reports for May and send to Finance
Resolve any problems with project codes
May reports

Roll-forward for May

Jun-13
Jun-14 first workday after Jun. 13 Depreciation in Sunflower for June

4 workdays after above date

GL reports for June and send to Finance
Resolve any problems with project codes
June reports

Roll-forward for June

Perform flux analysis of depreciation comparing
current month with month in previous year

Reconcile 2d quarter reports to 1st qtr ending
balance.

Perform flux analysis of depreciation comparing
current quarter with quarter in previous year

Reconcile April reports to previous month's ending
balance.

Perform flux analysis of depreciation comparing
current month with month in previous year

Annual special inventories: capitalized property,
depreciation accounting, heritage assets,
government furnished equipment

Reconcile May reports to previous month's ending
balance.

Perform flux analysis of depreciation comparing
current month with month in previous year

Reconcile June reports to previous month's ending
balance.



Financial Reporting Schedule

4 workdays after above date

Run 3d quarter reports

Roll-forward for first 3 quarters (Interim audit)

Jul-13
Jul-14 first workday after Jul. 13 Depreciation in Sunflower for July

4 workdays after above date

GL reports for July and send to Finance
Resolve any problems with project codes
July reports

Roll-forward for July

Aug-13
Aug-14 first workday after Aug. 13 Depreciation in Sunflower for August

4 workdays after above date

GL reports for August and send to Finance
Resolve any problems with project codes
August reports

Roll-forward for August

Sep-13
Sep-14 Depreciation in Sunflower for September

4 workdays after above date

GL reports for September and send to Finance
Resolve any problems with project codes
September reports

Roll-forward for September

Perform flux analysis of depreciation comparing
current month with month in previous year

Perform flux analysis of depreciation comparing
current quarter with quarter in previous year

Reconcile 3d quarter reports to 2d qtr ending
balance.

Reconcile first 3 quarters roll-forward with audited
ending balance for previous FY

Reconcile July reports to previous month's ending
balance.

Perform flux analysis of depreciation comparing
current month with month in previous year

Reconcile August reports to previous month's
ending balance.

Perform flux analysis of depreciation comparing
current month with month in previous year

first workday after Sep. 13

Reconcile September reports to previous month's
ending balance.

Perform flux analysis of depreciation comparing
current month with month in previous year



Financial Reporting Schedule

4 workdays after above date

Run 4th quarter reports

Sep-30

Perform flux analysis of depreciation comparing
current quarter with quarter in previous year

Reconcile 4th quarter reports to 3rd qtr ending
balance.
Roll-forward for 4th quarter
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Training
as of January 23, 2006

First Year Training

SES Training - Fact Sheets and Presentation provided at SES Retreat in December 2004

Executive Level Training
Property Accountability Officers (PAO), members of Boards of Review

• Life Cycle Management
• Responsibilities of PAO and Property Custodians (PC)
• Importance of personal property accounting and accountability
• Running reports

1st phase - December 6, 2004 - December 21, 2004
- on-line, web-based training presentation
180 potential trainees - 112 trained

2d phase - September 1, 2005 - present
- on-line training presentation made available through DoC e-Learning site
36 people remain to be trained

As of December 1, 2005 - 16 trained, 20 remain to be trained

Property Custodian Training
Property Custodians and Property Contacts

Same course instruction as above plus
• HTML Transaction Pages
• CD50 / 52 Requests
• Conducting annual physical inventories

Pilot phase - January 10, 2005 - January 14, 2005
- classroom training
242 potential trainees - 143 trained

1st phase - January 24, 2005 - March 11, 2005
- on-line, web-based training presentation
937 potential trainees - 659 trained

2d phase - October 2005 - May 2006
- on-line, web-based training presentation
388 people remain to be trained

As of January 23, 2006 - 125 trained, 263 remain to be trained.

3d phase - June 2006 -
- on-line training presentation made available through DoC e-Learning site



Refresher training (yearly)

Executive Level Training
Property Accountability Officers

• Responsibilities of PAO and PC
• Updates on personal property accounting and accountability policies and procedures
• Running reports

Property Custodian Training
Property Custodians and Property Contacts

Same course instruction as above plus
• HTML Transaction Pages
• CD50 / 52 Requests
• Conducting annual physical inventories

Property staff
(20 people nationwide)

• Accepting CD50 / 52 requests
• Running Sunflower reports
• Managing Inventory Assets

Excess Managers
(10 people nationwide)

• Managing Excess Assets

Regional Property Managers
(8-9 people nationwide)

• Setting up review campaigns
• Managing Financial Assets
• Managing Agreement Assets
• SystemAdministrator tasks in Sunflower
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Report of Transaction Counts By Transaction Type

The following report shows the number of transactions in Sunflower
between October 1, 2005 and February 13, 2006.

The first break out is by Line / Staff Office. (The NOAA Finance and
Administration office name includes all offices within Corporate Services.
Those transaction listed under the name Unknown could not be identified
by Line / Staff Office.)

The next break out within each Line / Staff Office is by calendar year
showing how many transactions occurred between October 1, 2005 and
December 31, 2005 and then the number of transactions between
January 1, 2006 and February 13, 2006.

The final break out is by type of transaction: addition, change, retire, or
transfer.

The totals for the time period are given for each Line Office.



Transaction Counts By Transaction Type

03/03/2006Printed On: 
From Date: To Date:10/01/2005 02/28/2006

Page: 1 of 4

NOAA FINANCE AND ADMINISTRATION

NOAA FISHERIES

NOAA MARINE AND AVIATION OPERATIONS

NOAA NATIONAL WEATHER SERVICE

Line Office Name:

Line Office Name:

Line Office Name:

Line Office Name:

5090

4421

895

Total Per Line Office:

Total Per Line Office:

Total Per Line Office:

2005

2006

2005

2006

2005

2006

2005

ADDITION
CHANGE
RETIRE
TRANSFER
ADDITION
CHANGE
RETIRE
TRANSFER

ADDITION
CHANGE
RETIRE
TRANSFER
ADDITION
CHANGE
RETIRE
TRANSFER

ADDITION
CHANGE
RETIRE
TRANSFER
ADDITION
CHANGE
RETIRE
TRANSFER

ADDITION

360
2167
331
978
82
556
235
381

468
1422
749
123
205
1044
338
72

76
283
76
105
22
273
17
43

394

Transaction Type

Transaction Type

Transaction Type

Transaction Type

Transactions

Transactions

Transactions

Transactions

Interval

Interval

Interval

Interval

Year

Year

Year

Year

(

(

(

(

)

)

)

)



Transaction Counts By Transaction Type
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From Date: To Date:10/01/2005 02/28/2006

Page: 2 of 4

NOAA NATIONAL WEATHER SERVICE

NOAA OCEAN SERVICE

NOAA RESEARCH

NOAA SATELLITES AND INFORMATION

Line Office Name:

Line Office Name:

Line Office Name:

Line Office Name:

3716

2798

1752

Total Per Line Office:

Total Per Line Office:

Total Per Line Office:

2005

2006

2005

2006

2005

2006

2005

CHANGE
RETIRE
TRANSFER
ADDITION
CHANGE
RETIRE
TRANSFER

ADDITION
CHANGE
RETIRE
TRANSFER
ADDITION
CHANGE
RETIRE
TRANSFER

ADDITION
CHANGE
RETIRE
TRANSFER
ADDITION
CHANGE
RETIRE
TRANSFER

ADDITION
CHANGE

1511
390
243
139
671
207
161

214
789
191
92
183
884
284
161

182
354
170
50
108
637
168
83

247
435

Transaction Type

Transaction Type

Transaction Type

Transaction Type

Transactions

Transactions

Transactions

Transactions

Interval

Interval

Interval

Interval

Year

Year

Year

Year

(

(

(

(

)

)

)

)
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NOAA SATELLITES AND INFORMATION

OFFICE OF ADMINISTRATION

OFFICE OF THE UNDER SECRETARY

UNKNOWN

Line Office Name:

Line Office Name:

Line Office Name:

Line Office Name:

1950

1302

1819

Total Per Line Office:

Total Per Line Office:

Total Per Line Office:

2005

2006

2005

2006

2005

2006

2005

RETIRE
TRANSFER
ADDITION
CHANGE
RETIRE
TRANSFER

CHANGE
RETIRE
TRANSFER
ADDITION
CHANGE
RETIRE
TRANSFER

ADDITION
CHANGE
RETIRE
TRANSFER
ADDITION
CHANGE
RETIRE
TRANSFER

ADDITION
CHANGE
RETIRE
TRANSFER

247
146
72
649
89
65

1047
14
204
4
14
6
13

87
851
86
134
125
277
125
134

4569
248
38
115

Transaction Type

Transaction Type

Transaction Type

Transaction Type

Transactions

Transactions

Transactions

Transactions

Interval

Interval

Interval

Interval

Year

Year

Year

Year

(

(

(

(

)

)

)

)
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31022Total Transactions:

UNKNOWNLine Office Name:

7279Total Per Line Office:

2006 ADDITION
CHANGE
RETIRE
TRANSFER

2085
148
24
52

Transaction Type TransactionsInterval Year( )
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Acronyms

AAMS...........Agency Asset Management System

AGO.............Acquisition and Grants Office

CAO.............Chief Administrative Officer

CAP..............Contractor Acquired Property

CBS..............Commerce Business System

CFL..............Computers for Learning

CFO.............Chief Financial Officer

CPCS...........Commerce Purchase Card System

CWIP............Construction Work in Process

GFE..............Government Furnished Equipment

GL................General Ledger

IUS...............Internal Use Software

NAO.............NOAAAdministrative Order

PAO..............Property Accountability Officer

PMO.............Property Management Officer

PPAM...........Personal Property Account Manager

RPM.............Regional Property Manager

UPR.............Unreconciled Payments Report

WITS............Workflow Information Tracking System




